OFFICE OF THE SECRETARY OF STATE
DE,PARTMENT OF ARCHIVES AND HISTOAY
RECORDS MANAGEMENT DIVISION

O

APPLICATION FOR RECORDS RETENTION SCHEDULE
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INSTRUCT 1ONS: Ses Pubhczuon No 76—RM—1 for mstrucnc-ns on comp!etmg thas forrn -Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgua 30334
Attention: deeduhng Sect:on
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FOR AGENCY use - 1. Agenw Address FOR neconns MANAGEMENT r USE
Apptication Dats Department of Education asplication Number
Office of Administrative Services 7 9 q 3
——-—————--- -~ -~ —{  Grants Management Section = s e
Appiication Numbar . State Office Buildin | Das Rncsived Oate Complated
9 MAY -3 1978
N | Atlanta, Georgia 30334 | __ﬁNAY 2 3197%
2. Purson to Cantact Workmg 'l"tle Telepl;:}\;_ Nurmber —
|_Glen A. Spurlock  __~  _Records Management Officer II _  656-2449

| 3. Ac!mn Floquested
3. (A Estabusn Retantion Schedule: record will continue to accumulata.
b. [ Dispose of present accumuiation; no further accumuiation anticipated,

¢. O Amend ApplicationNo. .. ... Check One: O Change: () Supercede; O Void |
4, Dates of Series 5. Recards Sarias Title ffollowed by title used in office; if different) ’
Earliest Latest

1971 | to date Management Informat1 on Services Project Files
8. El-v]skn;md éffna FJr;Et;on o _(W;;t;s_t;l; f(mcnon of the Dmsaon and the Office in whrcr; ir;s record series is creatédy? T

The Grants Management Section coordinates the administration of educational grants,

both federal and state, between the department and local units of education; develops
contracts; provides forms management serv1ces, administers the records management
program; provides systems and procedures services; and coordinates delivery of Electronic
Data Processing services with the Department of Administrative Services.
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7. Rmrd Series Descnptmn Thns flle contams the followmg documents (mc!ude form numbers and t:tlas if any}
Attach samples of the file. _
Documents relating to: documenting projects (automated and manual) that are assigned to
' the Management Information Services Section.

Included are: preliminary studies, project reports, data processing requests,
contract information, data processing agreements, service agree-
ments, vendor files, correspondence and related materials.

File is arranged: by project number.

[ 8. Monthiy Referenca Rats ~ How often are records referred to which are: T T e o
One to six months ocid 60 __ —; Seven to twelve months old 50 . .; Thirteen to twen{y-four maonths old 20‘, s
mntv -five months and older ____U .. __? ° :

...u.-emtr L S R m——— - o e - S L mmmas e e L o e em o m e mw e e e e s e e — ,.._e_...J
9. Annual Rate of Accumulation of Records
Lettersize drawers 2 . .:Llegalsizedrawers ___ . Shelves . Other (specify) e e
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No 10 Qt_nos‘.onnaln (Placa an “X" in the praoper column) o - N - .

A

Attach copy or excert of laws or regulations, Explain administrative need.

f;verear retention is needed to provide reference to the unit for ongoing projects.

B =T

12.

Appfovid Dlspgmnon lnmmm Thls agancy recv:.mr"ends thaf tha file serues be cut off at the end of each

O Calendar Year; O Fiscal Year; (8 Other U_P_Q[LCO'mp] etion of proj E‘Qﬂ},m
B Hold in the current files ares _ - .month(s) —_ 3 ___ year(s); then
O Transfer to loca! holding area; hold ___ . year{s); then

I Transfer to State Records Centar; hold 2 - year(s); then

"EX Destroy. t

Recommendations in pare-
graph 12 are approved. _ State Auditor/Designee

{If disapproved, attach fetter [~ - A A
of explanation.) ms**ff:‘-faa ﬁ..ﬂ}#@fsi@r@_ ﬂ , 7’@, P AY? o 7

)/ 22 24
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O Transfer to State Archives for permanent retention.
U Othu (Soecity)

Thess instructions apply to all prior and future accumulations of the series,

IRemrds Managameﬁt—OHlear (S'gnature} L " Date

 State Recards

s

mmittes (Signature) Date

Attornev General/Desrgnee
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YES S - S
X a. ls this the official copy of the series? | )
.1 ifnot.whereisit? . U ol
X b, Does the ssries contain CO‘ifldﬂﬂﬂai mformatnon requiring security handhng? If yes, cite law or regulation.
X | e isthisavitairecord? o o e
X_ | _d. Does this series have historical or long term research value? L B
. When one or two documents in the file maks it necassary to keep the antire file for a long period, could these
X . 1____documents be scheduled separately? S , R e
L.1_f._Is the information contained in this series ever nub!-shed? f ves, attachconmv. .
X | 9 !stheinformation contained in this series ever analyzed and/or recorded in a summarized report?
Cod . If ves. attach copy. | —— _ — ) e
X h Is there a dupliication of this series in your offnce orin another offuce or agencv?
i . I ves.whera? Department of Administrative Services maintains some of the 1nformat1 on.
X .1 _i. lsthis saries for 2 major portian of it) reaularly micrafitmed? . . : R
X L_Dm the record series resuit in a comouter orintout? .. . o
1. Rmnﬂon Roquircmenta The fol!owmg raquires tha seifes to be kept f
"a. State Law —_ 0 C . .yeais. d. Audit pericd —_— Oﬁ_‘,. . Years.
b. Statute of limitation o .years, . Administrative need — 5 - . Y@3rE,
c. Federal law -0 .years. ‘ f. Federal ratention instructions - Q.. _years.
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